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Agenda 

• How do I use the Online Application? 

• What’s new and different about the application 
questions? 

• What are the eligibility and other requirements? 

 



Deadline 

• January 31, 2014 

• No portion of the application may be submitted 
through any means other than the online 
application. 



Applicant Portal: 

https://sandiego.cgweb.org/ 



Some Features 

Tech Tips 

Email Gary 
Margolis 

Link to Arts and 
Culture website. 

Adjust Font Size 



Tech Tips Topics 
 Internet & E-Mail 

 Hardware 

 Software 

 Operating System 

 Browser 

 AOL Users 

 Applying for New Grants  

 Child Windows 

 Cookies 

 Copy and Paste 

 Formatting 

 HTML 

 Multiple Users 

 Applying for a grant with 
multiple agencies 

 My Favorite Web Page 

 Preview and Print  

 Saving Your Work 

 Submitting an Application 

 Technical Assistance 

 Text and Data 

 Deleting Temporary File 

 Usernames and Passwords 

 Word Count 

 Image Preparation 

https://sandiego.cgweb.org/sample_tips.php


6 Easy Steps to Getting Started 



Step 1: Click on 

“Create a New Profile” 



Step 2: Accept Terms and 

Conditions (Click on “Yes, I Agree”) 



Note: Use the legal name of your organization here.  You may 
add a “dba” after it or you can provide the dba in the 
“Background” page. 

Step 3: Complete Applicant Profile 



Note: In California, we call it the State Assembly – not the State House.  Go 
ahead and use this box to enter your State Assembly District. 

Bottom of Applicant Profile Page 



Step 4: Click “Submit” 



Step 4 will take you to your organization’s “home page.” 

Your name and organization name will appear here. 



Step 5: Click on 

“Current Programs & Applications” 



You may apply to only one (1) program. 

Step 6: Select OSP or CCSD 



CCSD Application - Page 1 

These are the 
“pages” of the 
application.  Each 
one is “clickable” to 
make it easy for you 
to go back and forth 
between pages. 



List of CCSD Pages 

• Eligibility 

• Fiscal Sponsors 

• Short Form Eligibility 

• Background 

• Project Details 

• Project Budget Expenses 3 
Years Table 

• Overhead Details Table 

• How to calculate the amount 
you may request 

• Project Budget Income 3 Years 
Table 

• In-Kind Contributions Table 

• Allocation of CCSD Funds 

• Budget Notes  

• Meeting the CCSD Goals 

• Other Goals 

• Audience and Visitor 
Information 

• Conflicts of Interest 

• Contacts 

• Work Samples 

• Submit Application 

 



Features of the Application Pages 

Save Work 

View PDF 

Previous Page  Next Page 



When you click on the 

“VIEW PDF” button, a 

PDF version of 

everything you have 

completed in your 

application thus far is 

generated – just the 

way the panelists will 

see it. 



TIPS 

• SAVE YOUR WORK FREQUENTLY – 

▫ The system will NOT save your work automatically 
as you move from page to page. 

• Compose your answers to narrative questions 
using your own word processing software. 

▫ The system will not do spell check. 

▫ You cannot see your complete answer online 
unless you VIEW PDF. 



Required Fields 

• Since Long Form and Short Form applicants are 
using the same application, we could not use the 
system to make fields “required.” 
(More about Long Form and Short Form later) 

• You should assume that unless the instructions 
specifically state otherwise - all questions are 
required. 

• The disadvantage is that the system will not tell 
you if you have missed a question. 



Attachments 
There are two ways to attach documents to the application.  Sometimes 
the instruction will ask you to attach something directly to that page.  For 
example, on the Eligibility Page - if you are a new applicant – you are 
asked to attach your IRS letter of determination of nonprofit status. 

The system will walk 
you through the steps 
of attaching a file 
(that you have saved 
in your computer) to 
this application page. 



What the panelists will see… 

(on the PDF version) 

When the reader clicks on the link, the document that you attached 
will open up. 



Work Samples 

(Attachments at the end) 
Documents as 
well as images 
and audio and 
video files may 
be attached to 
the “Work 
Samples” Page 
at the end of the 
application.  All 
of the 
instructions are 
included in the 
application. 



Help Button 

If you click on 
the little red 
“help” button, 
you’ll get a 
pop-up 
window with 
some 
additional 
information. 



Pop-up 
Window 





Two Versions of the CCSD 

Application 
• The Long Form is the standard form that all 

new applicants and many returning applicants 
must submit. 

• The Short Form rewards consistently high 
performing contractors with an opportunity to 
submit an abbreviated version of the application.  
Short Form Applications are not reviewed by a 
panel.  Organizations submitting Short Forms 
maintain the rank they earned the last time they 
submitted a Long Form. 



Short Form 

• After three (3) consecutive years of submitting a Short 
Form application, a Long Form application is required. 

• Short Form applicants are required to complete ONLY 
the following pages from the online application: 

▫ Eligibility 

▫ Project Details 

▫ Budget Expenses – 3 Years 

▫ Overhead Details Table 

▫ Contact Information 
• Short Form Eligibility Requirements appear later in this 

presentation.  Any group planning to submit a short form must 
confirm their eligibility with Gary Margolis by December 31, 2013. 

 



The following slides provide 

brief descriptions of each of the 

application “pages.” 



The “Background” Page 

• Description of organization and history of 
programs and services (1000) 

• Same project? Description of last year’s 
evaluation, results, and how to improve. (1000) 

• New project? Previous experience planning, 
implementing & evaluating similar projects. 
(1000) 
 

• Numbers in red are how many characters you 
are allowed. 

 



Project Details Page 

 Name 
 Location(s) & City Council District(s) 
 Brief Description (for our marketing)(500) 
 Detailed Description (3300) 
 Planning Committee – composition, schedule, 

responsibilities, qualifications, working with 
community partners (2500) 

 Artists, teaching artists, teachers (2500) 
 Target population and needs (2500) 
 Efforts to achieve broad participation (2500) 



Project Details (cont.) 

• Regionally Significant Projects Only 
(Expenses Greater than $100,000) (2500) 

▫ Significance to the region 

▫ Marketing to tourists 

▫ Impact on TOT 



The next 4 slides show the 

various Project Expenses Tables 

  



3 Sections: 

 

1. Personnel 

2. Operating 

3. Overhead 

 

CASH 

EXPENSES 

ONLY 

 



For this table, you can identify by name up to 4 line 
items that are appropriate for your project. 





The next four slides discuss how 

you calculate the Amount You 

May Request and show you the 

application form for doing that. 

 



Matching Requirements 

• Project Budgets (Expenses) over $30,000 
▫ 3:1 CASH 

 

• Project CASH Budgets (Expenses) of $20,000 or 
less 
▫ 2:1 (up to 50% may be inkind) 

 

• No other city funding may be used as match. 



Maximum Requests 

• Project Budgets (Cash Expenses) over $30,000 
▫ 25% (1/4) of total project expenses 

 

• Project Budgets (Expenses) of $30,000 or less 
▫ 33.33% (1/3) of total project expenses 

 

• You are encouraged to ask for the maximum. 



Examples 

$30,000 or less Greater than $30,000 

 Total Project Expenses = 
$15,000 ($10,000 cash 
+$5,000 in donated 
supplies) 

 You may request a maximum 
of $5,000 (1/3 of $15,000) 

 You must provide a $10,000 
cash match 
(2 x the award)          or 

 A minimum $5,000 cash 
match with the rest of the 
match in documented inkind 
goods or services 

 Total Project Expenses = 
$100,000 

 You may request a maximum 
of $25,000 (1/4 of 
$100,000) 

 You must provide a cash 
match of $75,000 
(3 x the award) 

 No inkind match is allowed 



“How to Calculate the Amount You 

May Request” Page 



The next three slides are Income 

Tables. 

 



No in-kind 
in this 
Table. 





Minimize the number of lines you use.  It is 
perfectly OK (and preferred) to use all your 
CCSD funds for one line. 



“Budget Notes” Page 

• Reasonableness, Changes, Multiple Sources, 
Single Expense lines greater than 20% of total 
expenses, Use of surplus (if any) (3300) 

• Other Income (1500) 

• Other Expenses (1500) 

• Artistic Expenses by discipline (1500) 

• Uses of CCSD funds other than the five listed. 
(1500) 



“Goals” Page (1000 per) 

• Regionally Significant – cut and paste 3 of ours 

• Other projects – cut and paste 1 of ours 

• Everyone - In the allotted space(s) after the goal 
is listed – describe how your project will 
accomplish the goal(s). 

▫ Make sure the description really explains how the 
goal(s) will be achieved. 

• Everyone – Up to 4 more additional goals + 
descriptions of your choice. OPTIONAL (500 per) 



Other Pages 

• Audience and Visitor Information (numbers) 

• Conflicts of Interest 

• Contacts 

• Work Samples 



Short Form 

Application 
(only for those applicants that 

meet the short form eligibility 

requirements) 

1. Eligibility Page 

2. Project Details Page 

3. Budget Expenses 3 Years Page 

4. Overhead Details Table Page 

5. Contact Information Page 
 

Please note that Short 
Form applications are 
not reviewed by a panel.  
Applicants submitting a 
short form maintain the 
rank they earned the 
last time they submitted 
a long form.  If you want 
to improve your rank, 
which is a determinant 
of how much funding 
you will receive, you 
must submit a long 
form.  However, when 
you do so, you also take 
the chance of lowering 
your rank. 

These are the only pages of the online application short form 
applicants are required to complete. 



Short Form Applicants 

• Must complete the following by December 31, 
2013: 
▫ The online application “profile” page. 

▫ The online application “short form eligibility” page. 

▫ Email Gary Margolis (gmargolis@sandiego.gov) to confirm short 
form eligibility. 

mailto:gmargolis@sandiego.gov


CCSD Proposed Timeline 

 November 25, 2013 – Release Application 
 November 26 and December 9, 2013 – 

Workshops 
 December 31, 2013 – Short Form Eligibility 

Deadline 
 January 31, 2014 – Application Deadline 
 Feb 25, 2014 – CCSD Panel (Tue.) 
 Very Tentative 



Proposed Timeline (cont) 

 March 21 – Commission Meeting + Appeals if 
necessary 

 April 15 – Mayor’s Budget Released 

 April 18 – Commission Meeting – Finalize 
Recommendations 

 May 2 – Issue Report to Council 

 

 



Background 

 



Our Mission Statement 

• To vitalize the community by 

▫ integrating arts and culture into 
community life, 

▫ supporting the region’s cultural assets, and 

▫ showcasing San Diego as an 
international cultural tourism 
destination. 



Our Two Funding Programs 

• Organizational Support Program (OSP) 
▫ General operating support for nonprofit 

organizations with a mission strongly aligned with 
the mission of the Commission 

• Creative Communities San Diego (CCSD) 
▫ Support for arts and culture projects implemented 

by all kinds of nonprofit organizations 
 

Other restrictions apply – see Guidelines for 
details. 



Our Source of Funding 

Transient 

Occupancy 

Tax (TOT) 

Tourists stay 
in hotels; pay 

TOT 

TOT comes to 
City treasury 

A portion of 
TOT is given 

to 
Commission 
to distribute 

Arts and 
Culture groups 

produce 
events that 

attract tourists 



Our Authorization 

 Council 
Policy 
100-03 



We do not give out GRANTS. 

• Our funding is payment for contracted goods 
and services.  No money is given out “up front.”  
All payments are reimbursements for your actual 
expenses paid. 

• If you need “start up” money, we will not be able 
to help you. 



Eligibility and Requirements 

 



Eligibility Requirements 

• Nonprofit Status (501-c-3 or 501-c-6) IRS Letter 
Required 

• Good City Contractor: In compliance with all 
existing contracts (if applicable) 

• DUNS Number: Data Universal Numbering 
System 

• Limitation on TOT applications – only one per 
year 



Eligibility Requirements 

• Track Record: Three (3) year history of 
ongoing arts and culture programming within 
the City of San Diego prior to the deadline 
▫ The proposed project, however, may be a new one for the 

applicant. 

• Location: The proposed project must take 
place within the City of San Diego 



Contract Requirements 

 Secretary State good standing 
 Attorney General good standing 
 No governmental debarments 
 Council Policy 100-04: Relates to Federally mandated 

Americans with Disabilities Act 
 Council Policy 100-17: Relates to maintaining a drug-free 

workplace 
 Municipal Code Section 22.3401-22.3417: Relates to 

non-discrimination 
 Fair Labor Standards: Relates to compensation 
 Equal Benefits Ordinance: Relates to civil unions 
 Visual Art in Public Places: Relates to our policies 
 Acknowledgement of City Funding 
 

 
 



FY14 Awards Summary 
Size of Award Size of Project Number of 

Awards 
Percentage 
of Awards 

$20,000 - $45,999 $120,000 - $520,000 4 22% 

$10,000 - $19,999 $60,000 - $105,000 7 32% 

$5,000 - $9,999 $22,000 - $59,000 12 32% 

$2,000 - $4,999 $15,000 - $21,000 17 14% 



Insurance Requirements 

• Commercial General Liability 

• Auto Liability 

• Worker’s Compensation Employer’s Liability 

 

• See Website for details. 

 



What is an Eligible Project? 

• Eligible projects are typically one event or a series of 
events united by a single theme or purpose and typically 
of limited duration. 

• Projects must address one or more of the goals of the 
Creative Communities San Diego program.  

• Do not try to make general operations look like a project 
or to define a project too broadly. 

• Consult with Commission staff to confirm that your 
proposed activity qualifies as a project if you have any 
doubts. 

 



Goals 

• Project Budgets under $100,000, must address 
one goal. 

• Regionally Significant Projects, i.e. projects with 
budgets greater than $100,000, must address 
three of the goals. 



Goals (abbreviated) 

1. Increase participation especially among 
underserved 

2. Increased availability in underserved 
neighborhoods 

3. Share heritages and cultures. 
4. Strengthen communities 
5. Increase TOT 
6. Improve San Diego’s reputation 
7. Strength organizational capacity 
Refer to Application for complete wording of goals. 



What We Do Not Fund 

• Individuals, For-profit organizations, Schools 

• Activities that are the curricula base of schools, 
colleges or universities 

• Programs not accessible to the public or people 
with disabilities 

• Programs before July 1, 2014 or after June 30, 
2015 

• Programs with religious, sectarian or political 
purposes 

 



What We Do Not Fund 

• Capital or equipment outlay 

• Travel, meals, lodging or entertainment 
expenses 

• Hospitality or food costs 

• Awards, trophies, gifts or uniforms 
• Trust or endowment funds 
• Cash advances, deposits or the replacement of 

deficit funds 
• Ticket subsidy programs 



Different Criteria for 

Different Groups of Applicants 

• Form 

▫ Long 

▫ Short 



Long and Short Forms 

• The Long Form is the standard form that all 
new applicants and many returning applicants 
must submit. 

• The Short Form is an abbreviated form of the 
standard application and may be used only by 
those organizations that meet the eligibility 
requirements for its use. 



Short Form 

Returning applicants only 

 

•  The CCSD Short Form process rewards 
consistently high performing contractors with an 
opportunity to submit an abbreviated version of 
the application, saving preparation and 
processing time and money.   



Short Form Eligibility 
• Contractor in Good Standing 

• The organization applied for and was awarded 
CCSD funding in all three of the three most 
recent funding cycles. 

• For the current funding cycle, the organization 
either received a rank of 3+ or higher or 
submitted a short form. 

• The organization presented the same program or 
event for three consecutive years, at the same 
site, with the same key staff. 



Competitive Nature of CCSD 

• Funding for CCSD projects is limited. 

• Projects are competing against each other. 

• Applicants should carefully describe what makes their 
project unique. 

• Do not assume that the name of the project and the 
names of the fiscal sponsor, community partners and/or 
applicant organization are sufficient to define a project. 

 

 

 

 

 



Contacts: 
Gary Margolis, Funding Program Manager 

gmargolis@sandiego.gov 

 Nigel Brookes, Arts Management Specialist 

 nbrookes@sandiego.gov 

  Teresa Monillas, Contracts Coordinator 

  tmonillas@sandiego.gov 

Our Website: www.sandiego.gov/arts-culture/funding/ 

 

 

Thank you! 

mailto:gmargolis@sandiego.gov
mailto:nbrookes@sandiego.gov
mailto:tmonillas@sandiego.gov

